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VEVORANDUM FOR: CIA Records Meanagement Boaxd

SUBJECT :  Quarterly Report of Records Management Activities
ia DDS Area

The inbent of this report is to summarize significant Records
Management Activity in the DDS Offices for the period 1 July thru
30 September 1969,

Shatistics compiled from reports received from the DDS Offices
indicate that 6LL cubic feet of records, stored at the Agency Records

Cenber, were suthorized for destruction during this reporting period.
Wais incresses the cumulative total to 2,987 cubic feet authorized for
Gasbruction since the Purge started in August 1968. Although a few
off

U
fices indicate that their purge action is completed, other offices
continue to purge and one in partvicular continues to record substantial
recuctions in their records stored at the Records Center.

A comparison of total records of the Office of Personnel (1 July
1958 with 30 September 1969) indicates that there has been a 36% _
reduction in the volume of thelr records at the center, The fact that
36% is a net reduction, which includes all records transferred to the
Records Cenber since July 1668, mekes this gquite glgnificant. Since
the begimning of the purge the Office of Loglstics reduced their
noldings 15% end Office of Training 13%.

Tn sddition to the above records destruction activity, the Office
of Security has forwarded for review and approval a complete revision
to their Records Control Schedule and Iive (5) offices revised portions
of their Records Control Schedules. These revisions resulted in the
cstablishment of more realistic and reduced retention periods. The Office
of Communications also started in September, an internal "Office Records
Cleanup Program” to be completed in December of this year. Success
in this endeavor should certalaly reduce the future volume of records
that would otherwise ulbtimately be transferred to the Records Center.

Through the use of swmer employees the Medical Office was able
o relieve a serious space problem in the £ile room. Ten thousand
(10,000) inactive files were retired to the Records Center. It is true,
this achion does not reduce their holdings in the center, but it does
result in economy. It resulted in a cost avoidance of $3,000 (the cost
of another power file). In addition, the adoptlon of a color coding
system used in the filing of X-Rays has permitted an acceleration in
the retirement of X-Rays thereby conserving file space.
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g purpose. The folliowing offices are
currontly engaged ln filmirng operaticns:

Office # of Profechts Purpose
Personnel & Vital Records
Security 11 Vital Recoxds
Medical 2 (1) Operational Reference

(1) Vital Records

Finance 7 Vital Records

Communilcations 1 Operational (Engineering)
Equipment
Drawings

Lo addition to the above microfilm projects the 0ffice of Security
plans to start microfilming of IRD records on 1 November 1969. This
filming is not for the Vital Recoxds Program, but for current every
day use and ultimate retirement as inactive records. At the present
time there are 388 cubic feet of these paper records at the Record
Center, and 466 cubic feet in headquarters office area. On 1 November
ccuxiby will pull. the records back, purge files, revise the control
chedule and return the balance to the Record Center, Eventually, after
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Letter . screening verores transferring, we will be able to reduce the
voiuine of accessions. It is Durther aoped that the payroll problem as
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i ods also anticipated thet we will. be seexing the advice of
microfiliming experts iln order to esbapnlish microfilm opersgtions in-
volving sizeabie collections of "long term” ilnactive records holdings.
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